	Job Title:
	Interim Lead Apprenticeship Assessor

	Terms: 
	Additional responsibilities to be covered within existing capacity 

	Remuneration:
	Grade uplift/Monthly responsibility allowance of up to £5,000 per annum equivalent

	Reports to:
	IQA (Interim Head of Apprenticeship Delivery)

	Directly line manages:
	No line management responsibilities – peer coordination and academic coordination only

	Location:
	Wood Green, London N22 7DE 


1. Community Matters 
We were established as a management consultancy in 2010. Over the years, we provided flexible and innovative consultancy support to a wide range of clients from public, private and voluntary sector, with a specialism in health and care workforce planning and development. 
We have been delivering apprenticeship training since 2021.
At Community Matters we are dedicated to making a positive impact on the communities we serve. Social responsibility is not just something we do as an add on to our day-to-day work: it is at the centre of everything we do. We strive to create meaningful connections and drive tangible change that impacts on people’s lives. Our work is about fostering inclusivity, empowerment, and sustainability in everything we do. 
Embracing diversity and encouraging innovation is at the heart of our organisation; we value the unique perspectives and talents each team member brings to the table. Our team is built on open communication, mutual respect, and a supportive environment where everyone has the opportunity to develop both personally and professionally. The wellbeing and development of our employees is our top priority.  
Joining Community Matters means contributing to meaningful projects that have a real, lasting impact on our communities. Here, you'll find a dynamic and inclusive workplace where your ideas are valued, your voice is heard, and your potential is nurtured. If you're passionate about making a difference and thrive in a collaborative environment, we invite you to explore the opportunities awaiting you at Community Matters. Together, through trust, innovation and quality, we can improve opportunities for all. 


2. Job Summary
This role will provide academic, curriculum, and operational leadership across all apprenticeship cohorts during the maternity leave of the Head of Apprenticeship Delivery. The Lead Tutor acts as the primary escalation point for learner progress and curriculum delivery, working alongside the IQA (Interim Head of Apprenticeship Delivery) to maintain high completion rates, strong compliance, and high-quality teaching and learning.
This role takes responsibility for coordinating curriculum delivery, supporting peer tutors, and acting as the operational lead for learning progress. You will work with the rest of the apprenticeship team to ensure the delivery of high-quality apprenticeship standards, coordinating external partnerships, and supporting the team to ensure learner progression remains on track.
Expert understanding of apprenticeship funding rules, Off-the-Job (OTJ) training requirements, Ofsted, and apprenticeship standards is essential.
You will report to the IQA (Interim Head of Apprenticeship Delivery) but also have regular meetings with the Director of Apprenticeships and will work closely with the Apprenticeship Administrator to ensure smooth operational delivery.
The role holder will continue to work as an apprenticeship tutor/assessor, and this job description is an addition to their existing job description.
The additional key responsibilities for this role are:
Curriculum & Delivery Leadership
Lead the ongoing design, review, and enhancement of apprenticeship schemes of work, lesson plans, and digital learning assets.
Work with admin to coordinate guest speakers and external subject matter experts to enrich curriculum delivery  
Work with the Functional Skills Tutor to integrate English, maths, and digital skills seamlessly into standards.
Review external sector updates, webinars, and awarding body briefings, cascading key curriculum changes to the tutor team.
Learner Progression & Case Management
Act as the lead escalation point for tutors managing learners at risk of falling behind or going past planned end dates.
Coordinate structured interventions, learning support plans, and tripartite reviews for complex learner cases.
Facilitate and support weekly delivery meetings with delivery staff to track milestones, Gateway readiness, and off-the-job training compliance.
Gateway Readiness & Stakeholder Engagement
Work with the Apprenticeship Administrator to confirm learner Gateway readiness and sign off portfolios for Apprenticeship Assessment submission. 
Lead Employer Feedback Forums, collating employer insights to drive delivery improvements.
Prepare operational progress data and occasionally support internal and external meetings where this data is presented.  


Quality & Peer Mentoring
Support the IQA (Interim Head of Apprenticeship Delivery) in cascading Quality Improvement Plan (QIP) actions into daily teaching practice.
Mentor delivery tutors, facilitate peer observations, and share best practices in pedagogy and remote learning delivery.
Co-chair weekly delivery team meetings with the IQA (Interim Head of Apprenticeship Delivery), focusing on operational priorities, cohort milestones, and resource planning.
Reporting and Compliance
Monitor tutor performance and report KPIs to IQA (Interim Head of Apprenticeship Delivery) on a weekly basis 
Ensuring that the success rates meet DfE/Skills England accountability frameworks.
Supporting readiness for OFSTED inspections; identifying areas of improvement and ensuring action is taken to deliver the required improvement.
Ensuring safeguarding is at the heart of all delivery; identifying any safeguarding issues early and reporting these.
Miscellaneous
Identifying areas for improvement and professional development; working with line manager to identify suitable development opportunities.
Investing in continuous professional development; taking part in internal and external training, attending webinars and workshops, and conferences and seminars.
Being able to travel (reasonable travel expenses will be reimbursed except travel between home and work).
Being prepared to work evenings and weekends where necessary.
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Person Specification

	Characteristics
	Essential

	Desirable

	Qualifications /training
	Hold academic qualifications relative to their substantial position as a tutor/assessor

	Recognised IQA Award


	Experience
	Proven track record of high-quality apprenticeship delivery and strong achievement rates.
Demonstrable experience designing curriculum resources and scheme of work adaptations.
Experience working with Apprenticeship Standards, Gateway requirements, and EPAOs.
Assessing and delivering apprenticeships, including through online platforms.

	Experience mentoring peers or coordinating cross-subject delivery teams.
Experience contributing to regional partnership boards (e.g., NHS trusts, NEL/NCL).
Management experience gained within NHS – primary care would be an advantage.



	Skills/abilities
	Deep operational understanding of the apprenticeship funding rules, Off-the-Job (OTJ) training requirements, and Ofsted.
Proficient in apprenticeship management systems (specifically Aptem, BKSB, and digital portfolios).
Strong conflict resolution and problem-solving skills for handling learner/employer escalations.
Effective organisational skills and be able to plan own workload.
	Experience using the Apprenticeship Service Account (ASA).
Trained in trauma-informed practice or additional learning support (ALS) strategies.
Ability and enthusiasm to identify commercial opportunities.

	Knowledge
	Excellent knowledge of the apprenticeship standards Community Matters delivers 
Understand compliance, management of employer relationship and apprentice data.
Familiarity with the strategic direction and legislative framework for apprenticeships.
Safeguarding legislation, prevent agenda and relevant duties.
British Values.
Familiarity with the strategic direction and legislative framework for apprenticeships – keeping up to date with changes.
Health and Safety legislation.

	Some understanding of NHS, Primary Care, and roles within the health sector.
Good understanding of how NHS General Practices work, the issues and challenges they face.



	Qualities
	Highly organised with the ability to balance teaching commitments with operational leadership.
Calm and approachable leadership presence, capable of motivating peers without direct line-management authority.
Be flexible, self-motivated and approachable with a ‘can do’ attitude.

	Proactive mindset toward continuous service improvement.

	Special 
	Regular evening and weekend working.
Ability to travel (reasonable travel expenses will be reimbursed except travel between home and work).
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